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Changes I WAR DEPARTMENT, 

No. 1 J Washington, January 27, 1942. 

TM 10-325, August 30, 1940, is changed as follows : 

11. Forms required. 

******* 

b. When funds and/or paid vouchers are returned by agent officers. 

* * * * * * * 

(3) Items representing funds in hand of agents on account cur- 
rent. — The original of the last statement of balance (a above) ren- 
dered by the agent in each current month is filed with the original 
account current in support of the items thereon representing funds 
in hands of agent. (See pars. 102> and 11a (3) ; also model forms, 
par. 26.) 

[A. G. 062.11 (12-16-41).] (C 1. January 27, 1942.) 

26. Model Forms. 

* * * * * * • 

W. D., F. D. Form No. 45 (p. 17). — Change the reference at the 
bottom of the form to read as follows : 

*See paragraph 11a (3). 

******* 

W. D., F. D. Form No. 45-B (p. 23). — Change the note and refer- 
ence at the bottom of the form to read as follows : 

Note: This form to be supported by certificate as to cash — see 
paragraph 10b (2). 

*See paragraph lib (3). 

******* 

[A. G. 062.11 (12-16-41).] (C 1, January 27, 1942.) 

By order of the Secretary of War: 

G. C. MARSHALL, 

Chief of Staff. 

Official : 

E. S. ADAMS, 

Major General , 

The Adjutant General. 
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TECHNICAL MANUAL 1 WAR DEPARTMENT, 

No. 10-325 J Washington, August SO, 1940. 

AGENT OFFICERS 



Prepared under direction of 
The Quartermaster General 
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1. Statutory provisions, — a. General . — The act of Congress ap- 
proved June 3, 1916, as amended by the act of June 4, 1920, and the 
act of March 15, 1940, provides that: “* * * under such regula- 
tions as may be prescribed by the Secretary of War, officers of the 
Finance Department, accountable for public moneys, may intrust 
moneys to other officers or warrant officers for the purpose of having 
them make disbursements as their agents, and the officer or warrant 
officer to whom the moneys are intrusted, as well as the officer who 
intrusts the moneys to him, shall be held pecuniarily responsible 
therefor to the United States.” 
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b. Pecuniary responsibility . — The term “pecuniarily responsible” 
in its application to the agent officer includes responsibility for all 
erroneous payments, errors in computation of vouchers (excepting 
vouchers computed by the accountable disbursing officer), funds 
received from all sources, and authorized refunds where necessary. 
The agent officer and the accountable disbursing officer are legally 
responsible for payments made by the agent officer, and the United 
States may legally and at its option look to either officer for 
recoupment. 

2. Definitions. — For the purpose of distinguishing one from the 
other, the officer who intrusts public moneys to another officer is 
known as the “accountable disbursing officer,” and the officer or 
warrant officer to whom the moneys are intrusted is known as the 
“agent officer.” 

3. Eligibility. — Any commissioned officer or warrant officer of the 
Army on the active list is eligible to act in the capacity of agent 
officer. (See par. 7.) 

4. Scope of payments. — a. The method of payment by agent 
officers is utilized' at stations at which the character of payments do 
not justify a separate disbursing account; also at stations in the 
immediate vicinity of a disbursing office where the accountable dis- 
bursing officer has an opportunity personally to inspect the office of, 
and have complete supervision over the activities of, the agent officer. 
At no time should an agent officer be detailed if it will result in 
delaying payments or otherwise complicate the public business to 
be handled. Nor should a disbursing account be replaced by an 
agent account if by so doing the increased work thereby thrown on 
the agent officer is not more than compensated for by the decrease 
effected in the parent office. 

b. The payments of both class A and class B agent officers are limited 
to cash payments only. The following classes of vouchers may be 
paid by those agent officers from funds furnished them for the 
purpose : 

(1) Pay rolls of enlisted men. 

(2) Vouchers for commutation of rations. 

(3) Vouchers for payment of funds for liquid coffee. 

(4) Pay rolls of civilian employees. 

(5) Vouchers for procurement and services when creditors require 
immediate settlement, as, for instance, small dealers who do not con- 
duct a regular business. 

(6) Accounts for small sums coming under the provisions of AR 
35-1040, as, for instance, payments of small sums to corporations for 
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an occasional service, in which case the agent officer will furnish the 
required certificate. 

(7) Vouchers other than the above to meet emergencies. 

(8) Such other vouchers, payable in cash, as are authorized by the 
accountable disbursing officer. 

c. The following classes of vouchers are not paid by class A or 
•class B agent officers : 

(1) Pay accounts of commissioned officers, Army nurses, warrant 
officers, and contract surgeons; enlisted men’s vouchers, War Depart- 
ment Form No. 327 (Cash Receipt for Funds Transferred), and final 
statements. However, when especially authorized by the accountable 
disbursing officer, an agent officer may pay such accounts locally when 
due but in cash only. 

(2) Vouchers covering monthly accounts for rentals, lodging, and 
meals. 

(3) Vouchers covering medical attendance, medicines, and physical 
examinations. 

(4) Vouchers for procurement and services when payment is not 
demanded by creditors at the time of the sale or performance of the 
services. 

(5) Vouchers stated in favor of a corporation when payment by 
check is required. 

5. Agent officers of detachments. — The instructions incor- 
porated in this manual govern, as far as practicable, the action of the 
agent officers of detachments, including stations of the general re- 
cruiting service and all detachments on recruiting duty, isolated Sig- 
nal Corps detachments and similar small detachments, which cannot 
be supplied in the usual manner. ( See par. 23. ) 

6. Detail. — When it is impracticable for the accountable disburs- 
ing officers to make payment to troops and others in person without 
undue delay, agent officers are detailed as provided in paragraph 7 to 
make such payments or such part of such payments as it may be deemed 
desirable to have them make. 

7. Classification and appointment. — Agent officers are of the 
following classes, appointed by authorities as indicated in each case : 

a. Class A agent officers. — (1) Commissioned officers, other than 
duly appointed disbursing officers, who are detailed by local command- 
ing officers as agent officers for the purpose of making specified pay- 
ments. 

(2) Warrant officers who are detailed as agent officers by the War 
Department. Prior to the detailing of a warrant officer to such duty 
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the recommendation of the Chief of Finance with regard thereto will 
be obtained. 

b. Class B agent officers. — (1) Commissioned officers who are de- 
tailed as agent officers at posts, camps, stations, or other commands, 
either by the War Department or by local commanding officers, and 
who are directed by the Chief of Finance to perform their duties as 
agent officers instead of as accountable officers. All such details of 
class B agent officers will be promptly reported to the Chief of Fi- 
nance by the accountable disbursing officers for whom they act as 
agents. 

(2) Warrant officers who are detailed as agent officers at posts, 
camps, stations, or other commands by the War Department and who 
necessarily perform their duties as agent officers instead of as account- 
able officers. Prior to the detailing of a warrant officer to such duty 
the recommendation of the Chief of Finance with regard thereto will 
be obtained. 

8. Bonds required. — All officers of the Finance Department and 
Quartermaster Corps, including officers detailed therein from other 
arms or services, who are intrusted with the duty of disbursing pub- 
lic moneys must, before entering upon such duty, give good and 
sufficient bond to the United States in such sum as the Secretary of 
War may direct. The Secretary of War has set these sums to be 
$5,000 for first and second lieutenants and warrant officers, and 
$10,000 for captains and above in grade. Such officers are required to 
give bond whether they act as accountable disbursing officers or as 
class A or class B agents to the accountable disbursing officer. War- 
rant officers detailed as class A or class B agents officers will be 
required to furnish bond before entering upon such detail as provided 
in Army Regulations. 

9. Not to act as ‘witnessing officers. — Agent officers designated 
to make payments of pay rolls must not act as witnessing officers to 
such payments. (See par. 12 /.) 

10. Accounts. — a. Class A agent officers . — Class A agent officers 
to whom funds are intrusted must furnish the accountable disbursing 
officer with W. D., F. D. Form No. 45a (Receipt for Trust Funds), 
and must make the necessary returns to the accountable disbursing 
officer within 24 hours after completion of the particular payments for 
which designated. Failure on the part of a class A agent officer to 
close and render his accounts within 24 hours after completion of 
specified payments must be promptly reported by the accountable 
disbursing officer to the commanding officer at the station where the 
agent officer is operating. 
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b. Class B agent officers . — (1) General. — Class B agent officers 
make the necessary returns to the accountable disbursing officer, ac- 
companied by all paid vouchers, on the 25th day of each month, and 
at such other times as the accountable disbursing officer may direct. 
Failure of a class B agent officer to render a closing statement and turn 
over funds and vouchers to the accountable disbursing officer must be 
promptly reported to the commanding officer at the station where the 
agent officer is operating. (See pars. 14 and 15.) 

(2) Certificate of verification of account. — All class B agent officers 
before submitting report on W. D., F. D. Form No. 45b (Return 
of Funds and Statement of Balance) to their principals on the 25th 
day of each month must have the accounts verified. This verification 
of accounts is made after W. D., F. D. Form No. 45b is made up 
for the settlement of accounts on the 25th day of the month and shows 
that the balance chargeable to the agent officer on the form is cor- 
rect. The following form of certificate is executed by the officers 
designated by the station commander to verify the agent officer 
accounts: 

Port Blank, Maryland, 

February 25, 1939. 

We certify that we have personally counted the cash and verified the balance 
actually in the custody of R. U. Right, Capt., 39th Inf., pertaining to his ac- 
countability as agent disbursing officer for E. Z. Smith, Major, F. D., and that 



this amount is distributed as follows : 

Cash received as soldiers’ deposits : $ 

Cash received from sales and collections $ 

Other cash on hand $ 256. 75 

Pay receipts and receipted pay rolls held as cash $ None 

Amount of paid vouchers $ 

Amount of disbursing officer’s checks $ 200. 00 

Other checks (itemized below) 

Drawer Amount 

$ None 

$ None 

$ None 

Total amount of other checks $ Nothing 

Total accountability $ 455.75 



(Sgd.) Bert E. Burns, 

BERT E. BURNS, 

' Captain <, 39th Inf. 
(Sgd.) William E. Grange, 

WILLIAM E. GRANGE, 

1st Lieut., Q. M. Corps. 

c. Accountable disbursing officers. — Each accountable disbursing 
officer must keep an accurate account of the funds intrusted by him to 
each class B agent officer operating under him, so as to show at all 
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times the balance of such funds in the agent officer’s possession. The 
balance of funds in the agent officer’s possession is considered as 
cash, and no credit is allowed for vouchers paid until they have been 
accepted by the accountable disbursing officer. Cash blotter entries 
of funds turned over to or received from an agent officer are made 
by the accountable disbursing officer as of date turned over or received. 

11. Forms required. — a. When funds intrusted to agent officers . — 
(1) Furnished by accountable officer. — When intrusting funds to an 
agent officer for disbursement, the accountable officer accomplishes and 
furnishes the agent officer with W. D., F. D. Form No. 45 (Funds 
Intrusted to Agent) . 

(2) Receipt of funds by agent officer. — When being intrusted with 
funds by an accountable disbursing officer, the agent officer' accom- 
plishes and furnishes the accountable disbursing officer with W. D., 
F. D. Form No. 45a. 

(3) Items representing funds in transit on account cu/rrent. — A 
signed copy of W. D., F. D. Form No. 45 is submitted by the ac- 
countable disbursing officer with his account current to substantiate 
the items representing funds in transit after the 25th day of each 
month in all cases not covered by W. D., F. D. Form No. 45b. (See 
pars. 105 and 115 (3) ; also model forms, par. 26.) 

b. When funds and/or paid vouchers are returned by agent 

officers. (1) Furnished by agent officer. — When return of funds 

and/or paid vouchers are transmitted to the accountable disbursing' 
officer by the agent officer, he accomplishes and furnishes the 
accountable disbursing officer with W. D., F. D. Form No. 45b. Each 
agent must render this form as a statement of balance on the 25th 
day of the month or whenever directed by the proper disbursing 
officer. 

(2) Receipt of funds and/or paid vouchers by the accountable 
disbursing officer. — When return of funds and/or paid vouchers are 
received from the agent officer, the accountable disbursing officer 
accomplishes and furnishes the agent officer with W. D., F. D. Form 
No. 45c (Acknowledgment of Return of Funds and Statement of 
Balance). 

(3) Items representing funds in hand of agents on account cur- 
rent. — The original of the last statement of balance (a above) ren- 
dered by the agent in each current month is filed with the original 
account current in support of the items thereon representing funds 
in hands of agent. (See pars. 105 and 11a (3) ; also model forms, 
par. 27.) 
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12. Vouchers. — a. General. — Vouchers must be prepared with 
care and personally scrutinized by the agent officer prior to their 
submission to the accountable disbursing officer for credit or settle- 
ment. The name of the agent officer and date of payment are not 
entered on the brief of the voucher. All vouchers must be properly 
completed before payment, and any certificate ordinarily required 
to be made by an accountable disbursing officer must be made by the 
agent officer. 

b. Payment in cash. — All proper accounts that are payable in cash 
are so paid by an agent officer unless otherwise directed by the 
accountable disbursing officer. 

c. Notation. — Each voucher computed by an agent officer must bear 

notation to that effect, briefly as follows: “Computations made by 
, agent officer.” 

(Name and grade) 

d. Receipt of payee. — The receipt of payees on vouchers must show 
that payment was received from such agent officer as agent for the 
accountable disbursing officer; also actual date of payment, substan- 
tially as follows: 



Received 



Dollars in cash. 



19 , of 

, agent for 

and /100 



Note. — I nasmuch as a class A agent is detailed to make payment of specific 
vouchers already computed by the accountable disbursing officer, which vouchers 
in turn are listed on W. D., F. D. Form No. 45, the requirements of 6 and c 
above may be omitted, but not to the exclusion of securing the usual cash 
receipt required on vouchers actually paid by the accountable disbursing 
officer. 

e. Examination by accountable disbursing officer. — (1) Procedure 
covering incorrect vouchers. — V ouchers found to be incorrectly stated, 
improperly receipted, not properly supported, or erroneously paid 
must not be credited, but should be returned at once to the agent 
officer accompanied by W. D., F. D. Form No. 45c with notation of 
errors and procedure to be followed in making the necessary; 
corrections. 

( 2 ) Procedure covering vouchers propriety of which is ques- 
tioned. — Where the accountable disbursing officer is doubtful as to the 
propriety of any payments made by an agent officer, the accountable 
disbursing officer returns the voucher to the agent officer with state- 
ment of the doubt and reason therefor. 
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(3) Entry on accounting forms of vouchers withheld from credit . — 
Entries of amounts disbursed by the agent officer, as represented 
by incorrect vouchers for which credit is not given and by vouchers 
as to which the accountable disbursing officer has expressed doubt, 
are made by the accountable disbursing officer on W. D., F. D. Forms 
Nos. 45b and 45c. 

(4) Credit for doubtful vouchers subject to findl audit . — At the 
specific request of the agent officer, doubtful vouchers (see (2) above) 
may be taken into the accountable officer’s account, and credit there- 
for given subject to audit action of the General Accounting Office. 

/. Certification of and payments thereon. — (1) Who is author- 
ized to certify vouchers . — A certifying officer is one duly author- 
ized to attest to the correctness and justness of the account for serv- 
ices rendered or supplies furnished as set forth on a pay roll or a 
voucher to be submitted for payment. 

(2) Who is authorized to witness payments in cash . — Cash pay- 
ments to enlisted men must be witnessed by an officer who is quali- 
fied to identify the payees. Cash payments to civilian employees 
must be witnessed by an officer who is qualified to identify the payees, 
or by such other qualified persons as may have been previously des- 
ignated in writing by post commanders or officials of similar au- 
thority. The person witnessing the payments certifies, over his sig- 
nature, on the retained copies of vouchers or civilian pay rolls to the 
effect that identification of payees paid on the voucher or pay roll 
was made by him. 

(3) Authentication of signatures of certifying and witnessing 
officers . — The commanding officer of a post, camp, or station furnishes 
the names of the officers under his jurisdiction authorized by compe- 
tent authority to certify pay rolls and other vouchers to the dis- 
bursing officers required to make payments of the accounts so certified, 
and must require such certifying officers to furnish the disbursing 
officers concerned with signature cards (W. D. Form No. 35) au- 
thenticated by himself or another officer designated by him. • Officers 
in transit may be identified by an officer known to the dis- 
bursing officer. 

13. Cash blotter. — Each agent officer maintains a cash blotter 
record showing in separate columns entries of all funds received for 
disbursement from the accountable disbursing officer; entries of all 
funds received from other sources; entries of all funds disbursed as 
shown by paid vouchers; entries of all funds turned over to the 
accountable disbursing officer ; and entries of all amounts represented 
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by incorrect vouchers, if any, returned, with W. D., F. D. Form No. 
45c, for which credit is not given by the accountable disbursing 
officer. Funds disbursed by an agent officer as shown by incorrect 
vouchers returned by the accountable disbursing officer are considered 
as cash in hands of agent officer and. accounted for as such. (See 
model cash blotter, par. 26.) 

14. Settlement of account. — Upon ceasing to function as such, 
an agent officer immediately settles his account and renders to the 
accountable disbursing officer within a period of 3 days a final 
return and closing statement on W. D., F. D. Form No. 45b, 
transmitting therewith all vouchers together with the balance of 
funds on hand. Failure to render this closing statement and to 
turn over funds and vouchers must be promptly reported by the 
accountable disbursing officer to the commanding officer of the 
station where the agent is operating. 

15. Funds retained by class B agent officer. — All funds not 
subject to disbursement, together with proper forms pertaining 
thereto, in possession of a class B agent officer must be turned over 
to the accountable disbursing officer on the 25th of each month and 
at such other times as the accountable disbursing officer may direct. 
For the purpose of making payments on current vouchers (pay rolls 
excepted), the agent officer is permitted to have on hand cash in an 
amount not exceeding 50 percent of his estimated monthly require- 
ments for such purposes. When required for the purpose of making 
payments on pay rolls (including separate monthly pay vouchers), 
the agent officer is furnished additional funds in an amount 
approximately that to be paid. 

16. Safe-keeping and disposition of funds. — a. General . — 
Under no circumstances should public funds be deposited in a com- 
mercial bank to the credit of an agent officer. All funds coming into 
the possession of an agent officer must be properly protected, using 
an office safe whenever practicable. Checks in their favor received 
by agent officers must be converted into cash only as required. When 
there is no authorized Government depositary conveniently located, 
or other available source, where an agent officer may obtain cash for 
checks furnished to him, he should advise the accountable disbursing 
officer who will report the fact to the Chief of Finance through the 
corps area finance officer asking for instructions. 

b. Authority to keep cash on hand . — Whenever it is necessary to 
have special authority of the Secretary of War for agent officers to 
keep cash on hand, the accountable disbursing officer makes appli- 
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cation for such authority to the Chief of Finance through the corps 
area finance officer. 

c. Fvmds received' from, sales , etc. — (1) Turned over to accountable 
disbursing officer. — Funds received from sales or other sources should 
be turned over to the accountable disbursing officer as may be directed 
by him. If an agent officer is located at a distance from the dis- 
bursing office, such funds, unless authorized by the accountable 
disbursing officer for current disbursement, must be deposited by 
the agent officer to the credit of the accountable disbursing officer 
with the Treasurer of the United States in a Federal Reserve Bank 
or branch of his district. In case a Federal Reserve Bank or a 
branch is not available, the funds must be deposited in the local 
Government depositary to the credit of the accountable disbursing 
officer. Such deposits are accompanied by the prescribed Treasury 
Department Form No. 6599, the triplicate of which, properly re- 
ceipted by the depositary, is furnished the accountable disbursing 
officer. The agent furnishes the accountable disbursing officer the 
necessary information specifying the nature of the funds deposited. 
(See model form, par. 26.) 

(2) Retained for current disbursement. — Where such funds are 
authorized by the accountable disbursing officer to be retained by the 
agent officer for current disbursement, W. D., F. D. Form No. 45b 
covering the amount thereof must be rendered, together with com- 
plete statement as to what the funds represent, sources from which 
derived, and proper forms pertaining thereto. 

d. Receipt fop collections and disposition thereof . — Whenever an 
agent officer makes collections he disposes of the funds received as 
provided in c above. If a receipt is required by regulations he signs 
such receipt as agent for the accountable disbursing officer, and in 
case of a collection of a stoppage against an officer due to an over- 
payment the receipt will clearly show the name, grade, etc., of the 
accountable disbursing officer who made the overpayment, his 
voucher number, and month and year to which the voucher pertains. 
The original of such receipt is immediately forwarded to the account- 
able disbursing officer for transmission to the Chief of Finance. 

17. Shipment of funds by express. — Where no facilities have 
been provided for depositing funds received, and the agent officer is 
so located that funds cannot be turned over to the accountable dis- 
bursing officer in person, the Chief of Finance should be requested to 
issue the necessary authority for shipment of funds by express, 
registered mail, or post office money order. (See par. 19J.) 
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18. Method of increasing or decreasing funds in hands of 
agent officers. — a. (1) The balance of funds in hands of agent of- 
ficers may be increased — 

(a) By the turning over of funds by the accountable disbursing 
officer to the agent officer. 

(b) By the authorizing of the agent officer by the accountable dis- 
bursing officer to retain for disbursement actual cash collected by the 
•agent officer. (See par. 16c (2).) 

(2) Funds represented by incorrect vouchers under the provisions 
of paragraph 12c and for which credit has been withheld by the ac- 
countable disbursing officer have the effect of increasing the balance 
as claimed on W. D., F. D. Form No. 45b. 

b. The balance may be decreased — 

(1) By the turning over of funds (other than those described in 
par. 1 6c) by the agent officer to the accountable disbursing officer. 

(2) By the turning over of paid vouchers by the agent officer to 
the accountable disbursing officer and their acceptance by the account- 
able disbursing officer. 

19. Transfer of funds. — a. Accountable disbursing officers to 
agent officers . — (1) General. — Funds are turned over to agent officers 
by the following methods, W. D., F. D. Form No. 45 being used in 
each case: 

(a) In person. 

(&) Shipment by express when authorized by the Chief of Finance. 

(<?) Shipment by registered (uninsured) mail when authorized by 
the Chief of Finance. 

(d) By accountable disbursing officer drawing an official check 
payable to the agent officer by name followed by the words “Agent 

officer at ” (delivered to agent officer in person 

or by registered mail), with object: “To make payments at a distance 
from a depositary.” The indorsement on the check by the agent 
officer is followed by the words “Agent officer at .” 

(e) In case of emergency, funds may be transferred from one 
agent to another. (See par. 19c.) 

(2) Checks for small amounts. — The method of supplying the 
agent officer with several checks each for a smaller amount instead 
of only one for a larger amount is followed in order to obviate the 
necessity of carrying large amounts of cash on hand. 

b. Agent officers to accountable disbursing officers. — Funds are 
turned over by agent officers to accountable disbursing officers by 
the following methods : 

(1) In person. 
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(2) Shipment by express when authorized by the Chief of Finance. 

(3) Shipment by registered (uninsured) mail when authorized 
by the Chief of Finance. 

(4) By post office money order when authorized by the Chief of 
Finance. (See par. 20.) 

(5) By depositing to the official credit of the accountable dis- 
bursing officer. (See par. 16c.) 

c. Between agent officers . — In cases of emergency, when an ac-' 
countable disbursing officer, in order to expedite the furnishing of 
funds to an agent officer (hereinafter referred to as agent officer 
No. 2), desires to utilize the services of an established agent officer 
(agent officer No. 1), the following procedure must be observed: 

(1) Agent officer No. 1 will be directed to deliver the cash to 
agent officer No. 2, taking receipt therefor on W. D., F. D. Form 
No. 45a, such receipt to be executed to the accountable disbursing 
officer. Agent officer No. 1 must forward the original W. D., F. D. 
Form No. 45a to the accountable disbursing officer, accompanied by 
W. D., F. D. Form No. 45b, prepared by agent officer No. 1, on which 
the amount of the receipt on W. D., F. D. Form No 45a must be in- 
cluded (on line (5) ) as cash returned to the accountable disbursing 
officer. The accountable disbursing officer will accept the receipt 
in the same manner as if it were cash and issue to agent officer No. 1 
a receipt on W. D., F. D. Form No. 45c and open up an account 
with agent officer No. 2. 

(2) If agent officer No. 2 is ordered to a station where he will 
act for a different accountable disbursing officer, the same procedure 
is followed, with the exception that the receipt of agent officer No. 2 
on W. D., F. D. Form No. 45a must be accomplished in favor of 
the new accountable disbursing officer if his name is known, other- 
wise that space is left blank to be filled in later by the accountable 
disbursing officer. Upon receipt of W. D., F. D. Forms Nos. 45a 
and 45b, the first accountable disbursing officer prepares War De- 
partment Form No. 326 (Invoice of Funds Transferred) and trans- 
mits it to the new accountable disbursing officer, accompanied by 
receipt from agent officer No. 2. The new accountable disbursing 
officer signs the receipt on War Department Form No. 327 and 
returns it to the old accountable disbursing officer. Agent officer 
No. 2 will then be responsible to the new disbursing officer for the 
funds intrusted to him. 

20. Accounting for fees for post office money orders used in 
transfer of funds. — Where a general depositary of public funds is 
not available and the method prescribed in paragraph 19b (4) is 
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authorized, Standard Form No. 1034 (Public Voucher for Purchases 
and Services other than Personal) must be prepared in duplicate 
to cover the money order fee, giving complete information in sub- 
stantially the following form across the face of the voucher: 

Fee for post office money order dated for transmission of 

funds in the total amount of $ from class 

agent officer at to accountable disbursing officer 



and presented to the postmaster for signature. The fee is paid in 
cash at the time of the execution of the voucher by the postmaster 
and deducted from the amount of money which would otherwise 
be returned to the accountable disbursing officer. Money order and 
properly executed voucher are then forwarded to the accountable 
disbursing officer for credit to the agent officer’s account in the amount 
of the money order plus the fee represented by the voucher, which 
will be paid from funds allotted or suballotted by the Chief of 
Finance. 

21. Subagencies forbidden. — Agent officers must not in any case 
intrust funds to a third person to make payments for them. Such 
action is equivalent to creating a subagency (agent to agent) and is 
unauthorized. 

22. Soldiers’ deposits. — a. Verified and receipted for by class B 
agent officers. — Soldiers’ deposits are received by class B agent officers 
who are guided by the following procedure : 

(1) Entries in deposit book must be verified with corresponding 
amounts received from each soldier. 

(2) Receipt in deposit book must be accomplished by the class B 
agent officer in a manner similar to that shown below : 

E. Z. Smith, Major, Finance Department, 

By R. U. Right, Capt., 39th Inf., Agent 

b. Abstract. — An abstract of deposits is prepared in duplicate by the 
class B agent officer, in the name of the accountable disbursing officer, 
and the certificate at the bottom of the form is accomplished by the 
signature of the class B agent officer in the same manner as are re- 
ceipts in the deposit book. The abstract of deposits is submitted to 
the accountable disbursing officer together with the paid vouchers. 

c. Troops paid by class A age/nt officers. — When enlisted men at 
stations detached from that of the accountable disbursing officer are 
paid by a class A agent officer, deposits are made by either of the 
following methods: 

(1) The organization or detachment commander may be required 
to send the deposit books with the pay rolls to the accountable dis- 
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bursing officer, who will sign the deposit books and turn them over 

to the class A agent officer together with the rolls for payment and 

sufficient funds to pay the amount of the rolls less the amount of * 

the deposits. The class A agent officer will pay each enlisted man 

making a deposit the amount due less the amount of the deposit 

and at the same time will give him his deposit book signed by the ^ 

accountable disbursing officer. 

(2) The organization or detachment commander may be required 
to prepare, sign, and present to the class A agent officer at the time 
of payment a list, in duplicate, of the deposits to be made. The class 
A agent officer will receive the deposits with the deposit books, sign 
both lists, return one list to the organization or detachment com- 
mander, and forward the other with the deposit books and the funds 
deposited to the accountable disbursing officer. The latter will make 
proper record of the deposits, sign and return the deposit books to 
the class A agent officer, who will turn them over to the organiza- 
tion or detachment commander and receive back the signed list. 

23. Agent officers of detachments not returning to same sta- 
tion. — a. General . — When an agent officer does not return to the sta- 
tion at which the funds were intrusted to him, as in the case of an 
officer in charge of a body of troops being transferred, the funds 
thus intrusted are transferred by the accountable disbursing officer 
to the accountable disbursing officer for the station at destination, 
or port of embarkation if the agent officer is en route overseas. 

W. D., F. D. Form No. 45a accomplished in favor of the accountable 
disbursing officer at destination or port of embarkation must be 
attached to War Department Form No. 326, and furnished by the 
agent officer to the accountable disbursing officer who originally 
intrusted the funds. Upon receipt of the invoice of funds trans- 
ferred, the accountable disbursing officer at destination or port of 
embarkation accomplishes War Department Form No. 327 and for- 
wards it to the accountable disbursing officer invoicing the funds. 

The agent officer is instructed to settle his accounts (par. 14) with 
the accountable disbursing officer at destination. 

b. Firnds for 'payment of liquid coffee . — An officer intrusted with 
funds for the payment of liquid coffee money for enlisted men of a 
detachment or command, or for applicants for enlistment, performs 
his duties as a class A agent officer and closes his accounts with the 
accountable disbursing officer at destination as prescribed in a above. 

24. Funds for making change at sales commissaries. — When 
the efficient and economical operation of a sales commissary requires 

that cash be provided for making change, the officer in charge of the W. 
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sales commissary makes application through military channels to 
the corps area commander, who may authorize the post disbursing 
officer to advance to the officer in charge of the sales commissary an 
amount not in excess of $100 for this purpose. A written receipt must 
be given to the disbursing officer for the amount so advanced. The 
disbursing officer recalls this amount whenever it is necessary to have 
the cash in his possession verified, as required by Army Regulations 
or otherwise, and returns it to the officer in charge of the sales com- 
missary upon completion of this verification. 

25. Assistant to agent officer. — An enlisted man or civilian clerk 
may be appointed to act as assistant to the agent officer, or as assistant 
who may perform the duties usually performed by cashiers. Such 
appointments may only be made with the approval of the Chief of 
Finance acting for and by the authority of the Secretary of War. 
The first-mentioned class of assistants may assist the agent officer in 
procuring and counting of cash for the pay rolls and of paying em- 
ployees but is not authorized to perform the duties of cashier. The 
second class of assistants may, in addition, perform duties as cashier 
subject to the requirements and limitations set forth below : 

a. Except in cases of authorized temporary absence of the agent 
officer, funds in nominal amounts, not to exceed the estimated require- 
ments for 1 day, may be entrusted to the assistant for the purpose of 
making disbursements on proper vouchers. Such payments will be 
made direct to the person named in the voucher and only when the 
payee is personally known to the assistant or is identified by a com- 
missioned officer of the payee’s organization or detachment, or by such 
other person as may have been previously named, in writing, by the 
organization or detachment commander for the purpose of identifying 
persons to be paid. Payments upon an identification of a third person, 
as herein provided, may be made by the assistant only when the person 
making the identification shall place his signature on the memorandum 
voucher. In all other cases, the sufficiency of the identification will 
be passed upon personally by the agent officer prior to payment. On 
occasions of authorized temporary absence of more than 1 day, an 
amount not to exceed the estimated requirements for the period of 
absence, and in no case to exceed the penalty of the assistant’s bond, 
may be intrusted to the assistant. 

b. Receipts will be taken for all amounts intrusted and will be given 
to the assistant for all amounts returned, or in the total of valid 
vouchers accepted. The total of cash and vouchers paid by him and 
for which he has not accounted will not at any time be allowed to 
exceed the penalty of his bond. Daily settlements will be required 
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when the agent officer is on duty ; when the agent officer is on temporary 
absence for more than 1 day settlement will be required immediately 
upon his return. All such settlements will include the counting of 
cash in the possession of his assistant by the agent officer, and a de- 
tailed record of the settlements will be maintained. Both the original 
and duplicate vouchers paid by the assistant will be so marked as to 
be readily identified. He will not be authorized to sign official receipts 
for funds turned in to the disbursing office. 

o. The appointment of an assistant runs concurrently with the detail 
of the agent officer making the appointment. The relief (unless tem- 
porary) of the agent officer will automatically terminate the appoint- 
ment- of the assistant. Upon return of the agent officer from 
temporary relief a new appointment will not be required, but the assist- 
ant may not act as such for another agent officer during the temporary 
relief without first having been formally appointed in the manner 
prescribed in Army Regulations. 

26. Model forms. 




m arr amm ms r i mrmcmnsmn — 

Fort Blank, ML, February 6, 1939 Deposit Bo. 



rorb DAHBi .1 w«i February 
(Address of depositor sod date sent) 

. TJ> Right , Captain, 89th Infantry 
me of depositor) 



28 



, Agent' Of floor 

J a,i iigr 



has deposited with Federal Reserre Branph Bank, Baltjjaore, Md» 
Klaee of depositary hank, or tf.8 •treasurer 1 a office) (Place) 



jftor Credit, subject to oheok, in the regular disbursing account of 

1B« 8. fcdth. Major, F.P> Symbol Bo. 200680 #812.00 

Baas of orfioer to W oredited). 



Three hundred twelve and ------ jjoAoo Dollars 



Fort Finance, Mi. 
(Maress) 



F J oertify that the shove amount “ 
has been reoelved and oredited in 
(the aooount of the Treasurer of the 
V» 8. 



( g aU oreHle i r 



Cashier." 



f 

ai 
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WAR DEPARTMENT 
Financi D»p*«Ti«tNT— Form No. 45 
(Comptroller of the Treasury Nor. 4. 1920) 



Piled with Account Currant 

Month of .A JAB*.. 1I..39* 

Janua ry 80 f iq 39 

7S. A., as my Agent 

« _ / — \ (flame and rank) 

the following funds: Check No.wW...w..... on the Treasurer of the United States $ 



WAR DEPARTMENT 

FUNDS INTRUSTED TO AGENT 

(Act Jane 4. 1929) 

Dai 



Station 

(1) I certify that I have this day intrusted to JR jl _ £*#£ 

( 2 ) 

(3) 



vouchers covering the following: 

Checks los* 876-7r®"9 




AMSBirswmatodbTdbA 


$ 




$ 300 


QQ 
































(6) Total amount of this trust.... 

(7) Balance per statement dated 

(8) Funds per trust receipt dated 



..Ja.iMftcy-.25 19.59 , $136*20 

..., 19 ; , 19 ; 19 $ . 

(9) Total amount of funds intrusted to Agent to be accounted 



Non. — This form to bo aeoompUahod In 
duplicate by Disbursing Officer and for. 
•arded with funds and Toucher* to Aftnt 

See Instructions on reverse hereof. 



.. $..9&5o.2Q 

• u - s - A - 

Accountable disbursing o fficer 



*8ee paragraph 13 6 



(Official deal (nation) 



WAR DEPARTMENT 
Financs Letuthi nt — Form No. 45-A 
(Comptroller of the Treasury Nov. 4. 1920) 



Station 



Fort Blank, Md. 



WAR DEPARTMENT 
RECEIPT FOR TRUST FUNDS 

(Act Jana 4, 1929) f 

Date . 



Jamary 31 



, 19 . 



39 



(10) Received this day from , U. S. A., Disbursing Officer, 

(11) Check No6 ...876«*7f-8~9 on the Treasurer of the United States for_ |..5 QQaQQ 

(12) Cash to the amount of % 

(13) vouchers: 

(14) Total amount of this trust $..®QQjtQQ. 

(15) to be disbursed by me as Agent for the above-named Disbursing Officer, for which total amount I hereby assume 

(16) pecuniary responsibility. 



(Sgd) R.U. Right 



Nor. — T his receipt to be accomplished in 
duplicate by Agent. detached, and promptly 
returned to Disbursing Officer. 



See Instructions on reverse hereof. 



§Pi*A.. 

(Signature of agent) 

Agent 0 f floor 



(Official designation) a— «QU 
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INSTRUCTIONS 

Line 1. Name and location of agent to whom funds are intrusted. 

Line 2. Number of check and amount. 

Line 3. Amount in cash. 

Line 4. Number of accompanying vouchers. 

Line 5. Distribution by appropriation titles. 

Line 6. Amount of this trust. 

Line 7. Balance of funds on last statement to disbursing officer. 

Line 8. Funds intrusted to agent since last statement, but not including the amount of this 
conveyance. 

line 9. Total amount of funds in possession of agent-officer which have not been accounted for by 
return of accepted vouchers, checks, or cash. 

Note. — This form will be used by all disbursing officers for each transaction involving funds intrusted to an agent. A 
signed copy of this form will be submitted with the Account Current to substantiate the items thereon representing 
“Funds in Transit", after the 25th day of each month in all cases not covered by a “Return of Funds and Statement of 
Balance", Form 8-B. 



INSTRUCTIONS 

Line 10. Name of disbursing officer. 

Line 11. Number of check and amount (corresponds to line 2). 

Line 12. Amount in cash (corresponds to line 8). 

Line 13. Number of accompanying vouchers (corresponds to line 4). 

Line 14. Amount of this trust (corresponds to line 6) . 

Lines 15-16. Acknowledgment of responsibility. 

Note. — T his form will be used by all agents for each transaction involving receipt of funds intrusted 
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- - wA ».p»PA_aTMi MT WAR DEPARTMENT *■*« 

(Comptroller of Tr— ury. Nor. 4, 1800) KETUKM Of FUNDS AND STATEMENT Of BALANCE M«iAh«f — — • 1®~ 

<Ac« June 4 , 1 MO) 

Station Iftrfc. Date ZttKaSXX JL 19.&L 

(1) Forwarded this date to R» Za ftlitha , P. £ 

(*> »t nuTjtOKXMt/^d. u follow.: colpmw a II oolomn »*" 

(8) Balance on hand last statement dated ; 1° 1M 2Q — r — 

(4) Amount reeeiTed in trust since last statement rtOtllpli^ USOmI 

(5) Forwarded herewith in oash 313-jQQ 

(6) Forwarded herewith eheek No. in amount...... — I ! pa * _ _ ***^ .1 

(7) — 1 paid vouehan amounting to ^ 

Total amount returned J. ftMJM 

(8) Balance chargeable to Agent Offioer I L iS -Ql 

Non. — Column ”C” for exclusive use of Disbursing Offioer. (Sgd) 

Nora— Tba fora to be aarompltted Itft 

. gfflg 



rj. 

COLUMN A' 



COLUMN B 
(Total Unaa I and 4) 



U. S. A., Disbursing Officer. 
N B |J COLUMN O 



bSHJKII 

jeujbI 



ftft 


. ass : 


..as 


144 1 


Las 


~ assu 



Non— Tbe above fora to be aoeompliefeed 
jadopMctto by Jk*ent and tavarded toDta 



WAS DEPARTMENT 
Omn Camr or Flaxieca ha Ra&C (OM BO) 
(Comptroller of Treaamy, Nor. 4, 1990) 



WAR DEPARTMENT 

bit or unmi or nans and statudit or tium 

(tat June 4, 1920) 

Date JBfiB «5L? ,19** 



Station F ort Flnmn oa, jjdU 

9) Received this day from Re Pt Sigfata i 

(10) per statement dated ?sb» 5 19_31_ 

(11) Cash amounting to 

(12) Cheek No. amounting to 

(18) 1. eorreet paid vouchers amounting to 

(14) — . Incorrect vouchers returned, amounting to 

(18) Cash balanoe in hands of Agent 



(10) Statement of Balanoe trust funds for whfoh Agent is accountable per Form Nojtt^dated . 
t to be carried to account current for — 



Non.— This tan to be saaenpltabad la 
doptto ata by DMmnlaf Officer sad tewndad 



, P. 8. A., Agent. 

COLUMNS 
Tata! Haas IL sad 11 

smIju 

Total Baas 14 and IS 

.1^ -Oft 

19. 

geDe U. 8. A. 

riiM offloor 
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INSTRUCTIONS 



Line 1. Name of disbursing officer. 

line 2. Name of station of disbursing officer. 

line 3. Balance of funds on hand at time of last statement. 

line 4. Funds received by agent since statement mentioned in line 3. 

line 5. Amount of cash returned with this statement. 

line 6. Check number and amount thereof returned with this statement. 

line 7. Number of paid vouchers and total amount of same returned with this statement. 

line 8. Amount of funds still remaining in possession of agent. 

Column “C” will be completed by the disbursing officer in accordance with his verification of actual 
cash, checks, and correctly stated vouchers received. Credit will not be given for incorrectly stated vouchers. 
Such vouchers will be returned as indicated in line 14 on Form 45-C, with notation of errors. 

Note. — This form will be used by all agents in each transaction involving the return of cash, checks, or paid vouchers to 
disbursing officers. Each transaction will be supported by a true and correct statement entered in proper columns on the faoe 
hereof, of the status of funds intrusted. 

Each agent concerned will accomplish and render this form as a ** Statement of Balance” on the 25th day of each month, 
or whenever called upon to do so by the proper disbursing officer. 

The original of the last statement rendered by the agent in each current month will be filed with the original account current 
In support of entries thereon. *— sou 



INSTRUCTIONS 



line 9. Name of agent. 

line 10. Date of his statement, Form No. 45-B. 

Line 11. Amount returned in cash (corresponds with line 5). 
line 12. Amount returned by check (corresponds with line 6). 

line 13. Amount of correctly prepared vouchers which the disbursing officer can enter in his account. 
In column “B” will be entered the total amount of credit, lines 11, 12, and 13, as shown in column “A." 

Line 14. Amount of incorrect vouchers for which the disbursing officer will not give credit to the agent 
and are returned for correction (see line 7, column "C”). 

line 15. Amount of cash balance in hands of agent corresponding to line 8, column "B", where all 
vouchers returned are accepted, and corresponding to column “C”, if any vouchers are returned and no 
credit given. (The totals of lines 14 and 15 “A” will be entered in line 15 “B.”) 
line 16. The amount shown in column “B”, line 15. 

Note. — This form will be used by all disbursing officers for each transaction involving the return of cash, check, or paid 
vouchers and statement of balance. «. *. •ourmut n»n M om« s-wu 
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WAR DEPARTMENT 

RETURN OF FUNDS AND STATEMENT OF BALANCE 
(Act June 4, 1930) 

Fort Blank, lid • Date .... 



WAH DEPARTMENT 
Omrt Cm*? or Financ*— Fra No 4S-I (Old 3B) 
(Comptroller of Treasury, Not. 4, 1220) 



JLJU 



Station 

(1) Forwarded this date to .. 

(2) at Ka riO&nQ 9 / uM'aa follows: 

(3) Balance on hand last statement dated .?•£*. 1-9 19.3.9.. .... 

returned vouohar 

(4) Amount received in trust since last BtatemenJj-.j^^jp^jj-. 

(5) Forwarded herewith in cash ~ 

(6) Forwarded herewith check No. in amount 

(7) 9 paid vouchers amounting to 

Total amount returned 

(8) Balance chargeable to Agent Officer 



FUed with Account Current 
Month of Fah*. .. 19. 59* 

F3bru&ry..2e. 19 59. 

U. S. A. Disbursing Officer. 



5051.05 

5131.45 



.tfldfft 



(Total lines 3 and 4) 



_xul 



£0 



(Total linos f , A, and 7) 



250 Tfi j 

2d. 7.5 

.455 .75 



Note. — Column “C” for exclusive use of Disbursing Officer(Sgd) R. TJ. Right 



Note.— T he above form to be accomplished 
In duplicate by Agent and forwarded to Dis- 
bursing Officer. 



apt** 39th Inf • 

(Signature of agent) 

Agant 0 f f i oar || 



COLUMN O 



Amount accepted by 
Disbursing Officer 



.290 

.455 



2gQ.75^- 



75„. 

I5_ 



The above amount will be 
shown on line 15, Column 
••D”. Form No. 3-0 



3^^ tn ^'3T°feo supported by qertif ioa^a ^aS a “t°o ) _ oash - sea _ paragraph. 11-b 

•Saa paragraph 14 "" 



WAR DEPARTMENT 

ACKNOWLEDGMENT OF IETUBN OF FUNDS AND STATEMENT OF BAUNCE 
(Act June 4, 1930) 

Station ..F.o.rtt.F.JjawaftftjL. #4* Date February.. 27. , 19 z&- 



WAR DEPARTMENT 
Omcs Csur or Financ*— Fm No.43C (Old 8-C) 
(Comptroller of Treasury, Not. 4, 1820) 



(9) Received this day from R....U*._Right,...Cft]^ftin*..52th.-In£antry 



(10) per statement dated ...f?.b*___25 , 19. .3® 


COLUMN A | 


COLUMN b 








Total lines 11. 12, and IS 










260 


75 


26Q 1.7.6. 


(14) incorrect vouchers returned, amounting to .. ... 






Total Mne- 14 and 15 


(16) Cash balance in hands of Agent — 


455 


75 


455 


75. 


(10) Statement of Balance trust funds for which Agent is accountable per Form No^l 


Total 1 


1 .716 


50. 


dated f.Ob .. . 2.5. , 19.. .59 



U. 8. A., Agent. 



$...455*75..., to be carried to account current for 

JEU2U Smith,. 



Not*.— T his form to be accomplished In 
duplicate by Disbursing Officer and forwarded 



Bee Instructions on reverse hereof. 



„ F.JK 

(Signature of disbursing officer) 

arc lo* r 

(Official designation) 



. U. S. A. 



r 

a j 

i 

sJ 
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27. References. 

AR 35-120, Disbursing Officers and Public Funds, General. 

35-220, Bonds of Accountable Officers. 

35-320, Agent Officers. 

35-780, Proceeds of Sales and Collections Which Must be De- 
posited to the Credit of the Treasurer of the United 
States. 

35-1040, Vouchers Pertaining to Money Accounts. 

35-1100, Accounts Current. 

35-2600, Soldiers’ Deposits. 

210-10, Administration. ' 

Finance Circular B-7, Technical Duties of Finance and Dis- 
bursing Officers. 

[A. G. 062.11 (6-21-40).] 

By order of the Secretary of War : 

G. C. MARSHALL, 

Chief of Staff. 

Official : 

E. S. ADAMS, 

Major General, 

The Adjutant General. 
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